
In Processing  
Employment Forms Checklist 

(Completed by Employee) 
 

 
Employee’s Name: ___________________________________________________ 
 

Required Security Forms 
 (Executive Resources Employees Only) 

 

Time Frame 
(Must be completed  
prior to Orientation) 

           Declaration of Federal Employment (OF-306)     
           Credit Report Release for Employment (SBA-2044)  
           Computer Access Clearance Form (SBA-1228)    

Required Employment Forms 
 

Headquarters Personnel Services Division:  202-205-6176 
Denver Personnel Services Division:  303-844-7794 or7790 
 

Time Frame 
(All forms must be submitted on 

day of Orientation) 

           Appointment Affidavits (SF-61) (provided on day of Orientation)  
           Employee Address (AD-349)  
           State Tax Withholding Form (if required)  
           Ethnicity and Race Identification (SF-181)  
           Employee Data  
           Employment Eligibility Verification (I-9)  
           Employee’s Federal Withholding (W-4 Form)  
           Self Identification of Handicap (SF-256)  
           Direct Deposit (FMS-2231)  
           Statement of Prior Federal Service (SF-144)  
           New Employee Survey  

Optional Benefit Forms 
 

Headquarters Benefits Division contact:  Joan Redd on 202-205-6180 
Denver Personnel Services Division contact:  Peggy Flores on 303-844-7796   
 

Time Frame 

           Federal Employee Health Benefits Election Form (SF-2809) 60 Days 
           Federal Employee Life Insurance Election Form (SF-2817) 31 Days 
           Designation of Beneficiary, Federal Employee Life Insurance (SF-2823)  Optional 
          Thrift Savings Election Form (TSP-1) Optional 
          Catch-up Contribution Election (TSP-1-C) Optional 
          Investment Allocation (TSP-50)   Optional 
          Thrift Savings Plan, Designation of Beneficiary (TSP-3) Optional 
          Federal Employee Retirement System Designation of Beneficiary (SF-3102) Optional 
          Unpaid Compensation Designation of Beneficiary (SF-1152) Optional 
         United States Series EE Savings Bonds (SBD 1928) Optional 
         United States Inflation-Indexed Savings Bond (SB-2253 E) Optional 

 
Other Forms 

 
Contact Phone Number 

         Public Transportation Benefit Program Application   Gwen Jenkins 202-205-6788 
         Transportation Act of the 21st Century Enrollment/Certification Form Gwen Jenkins 202-205-6788 
         SmarTrip Benefits Participation Form Gwen Jenkins 202-205-6788 
         Smart Benefits Application Gwen Jenkins 202-205-6788 
         Small Business Administration – Application for Parking Permit  Tangela Liddell 202-205-7547 
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